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AUDIT FINANCIAL REPORTS
LEARNING OBJECTIVES:         

1.  TERMINAL LEARNING OBJECTIVES:

          (1) Given daily business supporting/substantiating documents, a calculator, and the reference, audit Daily Statement of Accountability to meet standards of accuracy per the reference.  (3432.04.15)

          (2) Given the monthly financial returns and the reference, audit Financial Returns to meet standards of accuracy per the reference prior to submission for certification.  (3432.04.16)

2.  ENABLING LEARNING OBJECTIVE:

        (1) Given a simulated situation involving the statement of the agent officer’s account, subsidiary records, a calculator and the reference, audit the statement of the agent officer’s account for correctness in accordance with the DODFMR Vol. 5. (3432.04.15a)

        (2) Given a simulated situation pertaining to a daily statement of accountability summary, subsidiary records, calculator, and with the reference audit the daily agent accountability summary for correctness in accordance with the DODFMR Vol. 5.  (3432.04.15b)

        (3) Given a simulated situation pertaining to financial returns, a calculator and the reference, audit financial returns to ensure correctness prior to submission to the certifying officer for signature in accordance with the DODFMR Vol. 5.  (3432.0416a) 

1.  PURPOSE OF THE STATEMENT OF AGENT OFFICER'S ACCOUNT (DD FORM 1081)                                                    

    a.  The purpose of the DD form 1081 is to serve as a summary of cash transactions and receipt for cash and vouchers on hand between DOs and their agent officers (deputies, agents, cashiers, paying agents, and collection agents).

     b.  The DD Form 1081 summarizes transactions for the period of duty covered by the turn-in.  The Disbursing Officer or primary deputy shall verify the DD Form 1081 when the deputy, agent, or cashier's account is settled. The verification includes an actual cash count.

2.  PREPARATION OF THE STATEMENT OF AGENT OFFICER'S ACCOUNT (DD FORM 1081) BY THE DISBURSING OFFICER:                   

    a.  Disbursing Officers shall prepare the DD Form 1081 in an original and 2 copies to account for an advance of funds to an agent officer. (Deputies, cashiers, etc.)

b.  The Disbursing Officer and the agent officer shall place an "X" in the box provided opposite the "On Advance" statement as appropriate, to indicate that the form is to account for an advance of funds to an agent officer, and they shall complete the date and signature blocks to authenticate the statement shown opposite the box checked. The signed original and duplicate of the form shall be delivered to the agent officer.  The triplicate copy shall be retained by the DO pending the return of the signed original by the agent officer.

3.  PREPARATION OF STATEMENT OF AGENT OFFICER'S ACCOUNT (DD FORM 1081) BY AGENT OFFICER:                            

     a.  The agent officer shall prepare DD Form 1081 in an original and 2 copies to account for a return of funds and/or vouchers to the Disbursing Officer.

     b.  The agent officer and the Disbursing Officer shall place an "X" in the box provided opposite the "On Return" statement as appropriate, to indicate that the form is prepared to account for the return of funds and/or vouchers to the Disbursing Officer, and they shall complete the date and signature blocks to authenticate the statement shown opposite the box checked. The signed original and duplicate of the DD Form 1081, with the funds and/or vouchers, shall be delivered to the DO.  The triplicate copy shall be retained by the agent officer pending return of the signed duplicate by the DO.

4.  PURPOSE OF THE DAILY AGENT ACCOUNTABILITY SUMMARY (DD FORM 2665):                                              
     a.  The DD Form 2665 is the prescribed daily accountability document to the DO for deputies, agents, and cashiers.

      b.  The DD Form 2665 summarizes transactions for each business day.  In order for the DD Form 2665 to depict a continuous picture of the transactions affecting the accountability of a deputy, agent, or cashier, the first DD Form 2665 prepared after receipt of an advance from the DO shall show the advance, and the last DD Form 2665 prepared up to the time of turn in shall show the turn in.                                    

      c.  The DD Form 2665 is a stand-alone document that provides a complete picture of the deputy, agent, or cashier's accountability transactions from day to day.

5.  PREPARATION OF THE DAILY AGENT ACCOUNTABILITY SUMMARY (DD FORM 2665):                                         
    a.  Every deputy, agent and cashier shall prepare a DD Form 2665 for each day business is transacted.  The DD Form 2665 is prepared in an original only and shall be a permanent record (typed or printed in ink).                     

    b.  The DD Form 2665 is prepared daily in conjunction with the DD Form 1081. The DD Form 1081 is used as the covering transmittal document for submission of the DD Form 2665 to the Disbursing Officer.

6.  PURPOSE OF THE DAILY STATEMENT OF ACCOUNTABILITY (DD FORM 2657):  
                                                
      a.  The DD Form 2657 summarizes the amounts the Treasury would look to recover from the DO if the DO ceased operations on that day.  

      b.  Documents representing cash for which the DO remains accountable but which are not physically in the DO's custody (such as the DD Form 1081) shall be kept in the DO's vault or safe and shall be accounted for daily on the DD Form 2657.

      c.  When accounts are inspected, the DD Form 2657 shall be presented to the inspecting officer(s) for examination. 

      d.  Amounts on the DD Form 2657 are at a summary level only, including a summary of all disbursements and collections made during the business day by the DO, deputies, agents and cashiers.

       e.  Section I of the DD Form 2657 computes the total DO accountability to the Treasury at the end of each business day.  Accumulated DD Form 2657 accountability on the last day of the accounting period (Month-to-Date Column) is the accountability reported on the SF 1219.

7.  PREPARATION OF THE DAILY STATEMENT OF ACCOUNTABILITY (DD FORM 2657):                                                

a.   Every Disbursing Officer shall prepare a DD Form 2657 for each day business is transacted.

      b.  The DD Form 2657 shall be prepared in an original only and shall be a permanent record (typed, or printed in ink).

8.  PURPOSE OF THE STATEMENT OF ACCOUNTABILITY (SF 1219):
     a.  The Statement of Accountability will show summary totals of all receipts and expenditures of public funds occurring during the accounting period and the status of the disbursing officer's accounts at the close of that period.

     b.  Normally the accounting period begins on the first day of each calendar month and ends on the last day of each calendar month. 

     c.  An accounting period never extends beyond the end of a calendar month.

9.  PREPARATION OF THE STATEMENT OF ACCOUNTABILITY (SF 1219):       
     a.  Erasures, strikeovers, or marks of any description other than legitimate entries are not permitted on the Standard Form 1219.   A SF 1219 will be submitted each month for each disbursing symbol, whether or not any transactions occur or any accountable balance is involved.  A final SF 1219 shall be prepared and submitted by the DO being relieved irrespective of the fact that the last day of an accounting period may be other than the last day of the month. The final SF 1219 shall be plainly marked "FINAL" in the blank space directly above the name line.

      b.  Use cumulative month-to-date totals from the final DD Form 2657 for the accounting period (month) to complete the similarly numbered lines on the SF 1219.  Certain alpha-suffixed cumulative totals on the DD Form 2657 must be combined for entering on the SF 1219.

10.  FINANCIAL REPORTS; GENERAL INFORMATION:             
     a.  All DO’s assigned to activities using DSSN’s obtained for the Marine Corps shall submit their Financial reports to DFAS-Kansas City.

     b.  At the end of each business day, once the DD Form 2657 has been completed and balanced, the financial information is electronically transmitted to the DFAS-Kansas City.  Original vouchers and documents are stored in the vault or safe until the end of the month.

c.  The DFAS-Kansas City shall receive all financial reports by the close of business on the second working day of each month. Consolidated financial reports for the Marine Corps shall be forwarded to the DFAS-Kansas City.  In order to accelerate transmission of data to DFAS, the Marine Corps Data Network (MCDN) shall be used for transmitting financial data by bulk transfer.  Closeout will be conducted on the last business day of the month.  In addition, deployed DO’s will submit a message report on the first workday following the end of the accounting period to summarize the disbursement and collection transactions for the month.

11.  PREPARATION OF MESSAGE REPORT:                      
a. Disbursement and Collections.  The message report is entitled “DISBURSMENT AND COLLECTIONS”.  It is the basis for reporting to the Treasury Department the net of disbursements by appropriation.  Transactions must be reported by category code, appropriation and amount. Category codes are as follows: 

   Code



                  Category

1 Travel vouchers

2 Civilian payrolls

3 Military payrolls

4 All other vouchers

b.  Report Format.  At least three spaces shall separate each column in the body of the message. (See student handout)

        c.  Assembly of Advance Reports.  Copies of collection and disbursement vouchers and military payrolls required to be submitted with the advance financial reports will be filed in separate folders by groups.  

        d.  Assembly of Original Documents.  DO’s shall submit original vouchers and payrolls in numerical sequence by groups as follows: collection vouchers, travel vouchers, civilian payrolls, military payrolls, and all other vouchers.   

        e.  Packaging.  Copies of vouchers and documents must be placed in separate folders from the originals when packaging the original and advance returns.  The SF 1219 and supporting schedules and reports will be attached securely and placed in separate folders from the vouchers, payrolls and pay receipts.  Each folder will be annotated to show a descriptive notation as to the type of vouchers, the name and rate/rank of the DO, DSSN, and the accounting period.

        f.  Mailing.  Advance reports are mailed by the second workday of the month following the end of the accounting period.  The original reports are mailed as soon as possible, but no later than the fifth workday of the month following the accounting period.  All documents that comprise the financial accounts need to be under a cover DD Form 2666.  Documents submitted, as a part of the financial accounts that are not included specifically in the Forms or Vouchers section of the transmittal will be listed in the spaces provided in the Forms section.  In the vouchers section, list the inclusive disbursement and collection vouchers numbers.  

12.  RETENTION OF DISBURSING OFFICE RECORDS:             

       a.  Original disbursing office records and associated papers shall be retained as government property and shall be readily accessible to the DO or the designated settlement office, for a 6 year 3 month period, consistent with the guidance in the National Archives and Records Administration General Records Schedule 6.  The requirement applies to Dos who receive records that accompany payment or collection transactions, or who transmit financial reports.  Requirement also applies to both paper and electronic records, regardless of whether the original supporting documents are maintained at the preparing office or at the disbursing office.

b. Duplicate copies of disbursement and collection vouchers and associated supporting documents may be destroyed after 1 year.

c. Unclassified records do not require special security or storage controls and may be stored in open files or cabinets.  However, records shall be maintained with adequate controls in place that shall readily identify the following information:

1) Records that have been removed from the files

2) The name of the individual(s) who removed the records

3) The date the records were removed

4) The name of the individual(s) who returned the records

13.  Relief of DO:                                      
     a.  The relieved DO will submit the message report no later than the first workday following the date of relief.  The report will include all transactions for which the relieved DO is accountable, from the first day of the accounting period through the date of relief. The report will also identify the relieving DO and s=contain a statement that the relieving DO shall submit n additional report at the end of the accounting period.

     b.  The relieving DO shall submit the message report on the first workday following the end of the accounting period.  The report will include only transactions from the date disbursing duty commenced through the end of the accounting period.   The report shall contain a statement identifying the DO relieved and that the relieved DO reported partial month transactions that are not included in the instant report.   

REFERENCE:  DODFMR Volume 5
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